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SECTION I:

CONCEPTUALIZING THE
GROUP & ROLE STRUCTURE

CONTEXT OF THE

APPROVER DESIGNEE’'S RESPONSIBILITIES




Reporting Full Service Partnership (FSP)

Outcomes Assessment Data
e Counties have two options for reporting FSP Outcomes
Assessments data to the DMH Data Collection and Reporting
(DCR) Application:
Option 1: (“DCR Counties”)
Direct on-line data entry into the DCR

Option 2: (“XML Counties”)
Batch XML file submission upload to the DCR

e Both options require at least one county staff to have access to
the DMH ITWS and the DCR Application

IMPORTANT NOTE: DCR Counties can only enter/update data
online through the DCR. XML Counties can only enter/update
data via XML to the DCR. If your county will be using a
combination of these 2 methods, please contact POQI staff.
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Approver Designee Responsibilities

Approver Designees are responsible for:
e Creating groups
e Approving enrollment requests from county users to access the
ITWS and/or DCR Application
Assigning enrollees to groups
Assigning roles to enrollees

e Ensuring that the group and role structure accurately reflects the
county’s business process

e Removing access from users who no longer need ITWS MHSA
System access

e Ensuring that users have your contact information.

e Serving as a front-line resource for local users who have
guestions dealing with: DCR questions/issues, ITWS enrollment,
etc. (Approver Designees may contact POQI Staff if unable to
answer a specific question.)




Approver Designee Responsibilities (cont.)

Authenticating Users:

e Before Approver Designee’s can approve a user’s request for
access to the ITWS / DCR Application, Approver Designee’s
will need to indicate a method for verifying the request.
Currently, the only options are “Contacted by person” or
“Contacted by phone.”

e In order to ensure that Approver Designees are enrolling the
appropriate users into the ITWS and DCR, it is recommended
that Approver Designees consult with Administrators to
identify users and determine which group / role(s) they should
be assigned.

e Business processes should be developed so that when users’
groups / role(s) need to be modified or removed, Approver
Designees can take the appropriate actions.




Groups

(X J
e Approver Designees are responsible for creating groups in
the ITWS in order to structure access to the DCR Application
All users who access the DCR Application must be assigned to a
group

All users assigned to a group can see the data of all other users
within that group

Users can only be assigned to one group
Group names must be unique

A “<County> Master Group” has been automatically created in
the ITWS for each county

Users assigned to the “<County> Master Group” can view ALL
data for the entire county

Do NOT create any other groups with the word “Master”

Users are only able to download data for the group to which they
are assigned
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Groups (continued)

e After completing Approver Designee training, Approver
Designees (and other relevant staff) will need to
determine which group structure(s), presented in this
training, most closely match their business needs

e Once this is determined, Approver Designees are
required to contact POQI staff to schedule the “Approver
Designee Group Structure Development” conference call

e For more information regarding the “Approver Designee
Group Structure Development,” visit the POQI website at
http://www.dmh.ca.qov/POQI/trainingMHSA.asp
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SAMPLE GROUP STRUCTURE # 1

¢ Users upload FSP Outcomes Assessment data via XML into the DCR on

¢ Users must be assigned to the “<County> Master Group” in order to access
the FSP data for the entire county.

¢ Users must be assigned the role of XML Upload (XML-U).

¢ Any other user that is assigned to the “<County> Master Group” will also be
able to access the FSP data for the entire county.

Site A @

ONE GROUP:
<County> Master Group

Site B @ (already created in ITWS)
_ State
- g_i Co(L:mtyW|de > DMH
entral
Data Upload
Site D @
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behalf of the ENTIRE county (i.e., multiple providers from multiple locations).

Sample Group Structure # 1.

for the Entire County

Data Upload Occurs at One Central Site 22:
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SAMPLE GROUP STRUCTURE # 2

[ XX ]
 Central data upload user(s) at multiple provider sites within the county upload
FSP Outcomes Assessment data on-line into the DCR on behalf of multiple

service providers.

e User(s) will only be able to access the FSP data for the provider site (i.e.,
group) to which they are assigned.

CREATE FOUR GROUPS

Site A Providers Site A: Central Data Upload \

w w .i' Data Upload (user) # 1

Site B Providers Site B: Central Data Upload
° ° ° == | Data Upload (user) # 2
. State
DMH
Site C Providers Site C: Central Data Upload
w “ w 9| Data Upload (user) # 3
Site D Providers Site D: Central Data Upload
° [ o il
Inl ’n‘ In' Data Upload (user) # 4
J 13

Sample Group Structure # 2:
Data Entry Occurs at Multiple Sites




SAMPLE GROUP STRUCTURE # 3

¢ Data Upload users upload FSP Outcomes Assessment data via XML into the

DCR.

« Group members (e.g., providers, partnership service coordinators, etc.) will
only be able to see FSP data for their group.

Group #1

Pt

Group # 2
(]

(]
Group #3
lil ’ﬁI
Group # 4

L

CREATE FOUR GROUPS

Group # 1 Data Upload \
5| Group Member (user) # 1
Group Member (user) # 2
Group Member (user) # 3

Group # 2 Data Upload

Group Member (user) # 4
Group Member (user) #5

Group # 3 Data Upload

:" Group Member (user) # 6
- Group Member (user) # 7

Group # 4 Data Upload
==| Group Member (user)#8
Group Member (user) #9

Group Member (user) # 10

/

State
DMH
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Sample Group Structure # 3:

Data Upload Occurs at Multiple Sites and can be

viewed by Groups of Service Providers




SAMPLE GROUP STRUCTURE # 4 eseo

o000
¢ Data Upload User(s) upload FSP Outcomes Assessment data via XML into
the DCR on behalf of the ENTIRE county (i.e., multiple providers from
multiple locations) and users can view data for their group.

¢ Data Upload User(s) must be assigned to the “<County> Master Group” in
order to access the FSP data for the entire county.

e Group members (e.g., providers, partnership service coordinators, etc.) will
only be able to see FSP data for their group.

Group #1 CREATE FOUR GROUPS

Group #1
—————— [E=| Group Member (user) # 1
S| Group Member (user) #2
Group #2 = Group Member (user) # 3
° o Group # 2
'n' In‘ E Group Member (user) # 4
Group Member (user) #5 Data Upload User State
Group #3
N N Group #3 > <County> Master Group DMH
Ill w EI Group Member (user) # 6
=/ Group Member (user) # 7
Group # 4 Group # 4
° ° ° Group Member (user) #8
|n| |n| |n| Group Member (user) #9
Group Member (user) # 10 17
J
Sample Group Structure # 4. -4
. [ X XX
Data Upload Occurs at One Central Site for the eo0o

Entire County and Users Can View Data for their | 22¢
Group




Assigning Roles to Users secos

e Roles determine which screens users can see, as well as what users have
the authority to do, within the DCR Application

Reminder: Itis important to consider users’ roles in relation to group

All county staff who use the DCR Application must be assigned to at least one
role

County staff may be assigned to multiple roles

Partnership Service Coordinators must be assigned to a Partnership Service
Coordinator role (more information on this topic later)

Users are only able to upload data if they have been assigned a role of
“XML Upload”

Users are only able to download data if they have been assigned a role of
County Administrator-RW (and will only be able to access data for the group to
which they are assigned)

structure(s) for your county. Once this information is determined,
Approver Designees are required to contact POQI staff to
schedule the “Approver Designee Group Structure Development”
conference call 2




Assigning Roles to Users (continued)
Each role has the functionality of either:

Read Only (RO)
Users can VIEW data but can’t make changes to
the data.

Read/Write (RW)
Users can VIEW data AND can make changes to

the data.

IMPORTANT NOTE: FSP data that are uploaded to the DCR via
XML CANNOT be updated online. Users that wish to view this
data through the DCR must be assigned Read Only roles.
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Assigning Roles to Users (continued) | 222,
There are 5 types of roles available to users:

1. XML Upload (XML-U)

2. Partnership Service Coordinator (PSC) roles
» Partnership Service Coordinator - Read Only (PSC-RO)

3. County Administrator roles
» County Administrator - Read Only (CA-RO)
e County Administrator - Read Write (CA-RW)
4. Generic roles \ It is recommended that
. Read Only (RO) Approver Designees _
_ assign themselves to this

» ReadWrite (RW} role.
5.Share FSP Group role

22




Role
D C R Partnership | Partnership
—_— Service Service County County Share

S Coordinator | Coordinator | Administrator | Administrator Read FSP XML
w -RO -RW -RO -RW Only Read/Write Group Upload

Read
DCR Home Screen Read Only Read Only Read Only Read Only Only Read Only n/a nla
Add New Partner
Screen n/a Read/Write nla Read/Write n/a Read/Write nla nla
Manage Active Read
Partners Screen Read Only Read/Write Read Only Read/Write Only Read/Write n/a n/a
Inactive Partners Read
Screen Read Only Read/Write Read Only Read/Write Only Read/Write n/a n/a
Upload FSP XML
Files Screen n/a n/a n/a n/a n/a n/a n/a Read/Write
Download FSP XML
Files Screen* nla n/a n/a Read/Write n/a n/a n/a nla
Print Forms Screen Forwards Users to the POQI Web Page
View/Share FSP
Groups Screen n/a n/a n/a Read/Write n/a n/a Read/Write n/a
Virtual PSCs Screen n/a n/a Read Only Read/Write n/a n/a n/a n/a
System Messages
Screen nla nla Read Only Read/Write nla nla nla nla
Training Screen Forwards Users to the POQI Web Page
Contact Us Screen Forwards Users to the POQI Web Page

*Must be assigned “County Administrator-RW” role.
NOTE: In order to ensure that Approver Designees are enrolling the appropriate users
into the ITWS and DCR, it is recommended that Approver Designees consult with
P . . . . 23

Administrators to identify users and determine which group / role(s) they should be
assigned.

PARTNERSHIP SERVICE COORDINATORS




Important Information About
Partnership Service Coordinators (PSCs

e PSC’s must be identified as a PSC in the system so that
their information is available for data validation (XML
records are matched according to a PSC username)
regardless of whether or not your county’s business
needs require them to access (i.e., view) the DCR

e |f PSCs will access the DCR to view data, then they
MUST enroll into the ITWS MHSA System, including the
DCR Application, and be assigned a role of PSC-RO.

e When a PSC enrolls into the ITWS MHSA System, the
PSC will create a username during enroliment. This
username must be used when generating XML for the field
called “CoordinatorID”. (Approver Designees can access
this information when they look at the “User Information”
screen in the Approver Management interface.)
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Virtual PSCs 4
22
e Although it is preferred that all PSCs directly enroll into the
ITWS so that their role as a PSC can be formally established
by the Approver Designee, DMH recognizes that this may
not fit with a county’s business needs

e If this is the case (i.e., PSC will not need to access their FSP
data through the DCR), DMH has developed an alternative
method called a “Virtual PSC table”

e Counties who choose to use this table to identify their PSCs
(this table is used to validate records by checking if the PSC
IDs match) will be required to key-enter the following
information:

e Unique first name / last name combination
e The group to which the PSC belongs

e Optional data elements include: title, organization, street
address, city, zip code, phone number, email address




. . [ X X ]
Virtual PSCs (continued eel:
[ X XA
[ X X X
(X XX ]
Home  Partnerships  Transfers Admin  Help
Virtual PSCs
Last, First Name Username Organization
Depp, Johnny 01LDEPP.002 org 75 title: Alameda Master Gr
Duck, Daffy 0110DUCK 002 Alameda Sub Group
Flynn, Errol O1IEFLYNN.00T title MHSA IT Group A
Mouse, Mickey 01"MMOUSE.001 MHSA IT Group A
Mouse, Minnie 01IMMOUSE.002 MHSA IT Group A
1 2 Next Page1of 2
Mew... 8 total vir]

e Once entered, a username will automatically be
generated for each PSC — this username must be
used when generating XML for the field called
“CoordinatorID”

e Only users who have been assigned a role of
County Administrator-RW will be able to edit the
Virtual PSC screen

Sharing

Full Service Partnership (FSP) Records




Sharing Full Service Partners
(FSPs)

e Authorized users of the DCR Application with “Share FSP
Group (SFG)” functionality may ‘share’ their FSPs with
other groups (e.g., if the user is going to be absent
temporarily)

e The ‘FSP Share’ functionality is located in the DCR
Application

e |tis important to know that when an FSP is ‘shared’ with
another group, all members in the shared group can see
the FSP’s information

e Sharing must be discontinued when it is no longer needed
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REVIEW OF FULL SERVICE PARTNERSHIP (FSP)

RECORD ACCESS




People who have Access to a FSP’s
Record in the DCR

1.
2.

Users assigned to the “<County> Master Group”

The user who uploads an FSP’s Partnership Assessment
Form (PAF) into the DCR Application

The Partnership Service Coordinator (PSC) that is
identified as the PSC for that FSP (if that PSC has access to
the DCR Application)

Users who are associated with a group to which the FSP
record has been shared

Users who are also assigned to the same group as one of the
users mentioned above (Example: Anyone who is in the same
group as the person who uploaded the FSP’s record will also
be able to access that record.)
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BRIEF INTRODUCTION

TO THE DCR




DCR Home Screen:

Uepartment of Mental Health
HSA Data Collection and Reporting

DCR Home:

Pending Partnership Assessment Form(s)

Partner Name

Brady, Bobby 22 04/04/2006 Thang Pharn
Brady, Jan 7 04/01/2006 Thang Pharn
Bunny, Bugs 83 04/08/2007 Mickey Mouse
Duck, Donald 19 02/02/2007 Aftab Khan
Duck, Donald (034343434 30 05/15/2007 Peter Parker

County FSP 1D

Traci Fuiit [TW¥S Home  Log out
cl’ua:,‘wul‘DQMH Home Partmerships  Transfers  Admin Help o Home  Log oul
Search for

System Messages

Meszge Duie
New Release of DCR - here are the changes DhH S/1252007
The system is ready for Demo. DhH 9/11/2006

Partnership Date

1234 Mext Page1of 4

Reason

Wigwy All
Coordinator Name

Coordinator
Name

Bunny 83 42472007 Acute Medical Hospital 148 MWickey Mouse
Bugs

Duck 034343434 30 51572007 Homeless (includes people living in their 127 Peter Park 33
Donald Cars)

DCR Home Screen: (cont.) eseo

@Pal‘tnership Assessment F@

Partner Name County FSP 1D Partnership Date Coordinator Name
Dae, Jane 123456789 25 0211542005 Dew Gary

Donald, Duck 456759100 43 01/20/2007 Dew Garg

Duck, Daisy 345678912 61 05/01/2006 Dew Garg

Duck, Daffy Ilissing 60 031472007 MHSA Userz

Pending Partnership Assessment Form(s)

Displays all PAFs for partners in your group that are not yet
complete (i.e., information is missing/incorrect).

Once a PAF is complete, the partner’'s name will disappear
from the ‘Pending Partnership Assessment Form(s)’ table.

34




. [ X X ]
DCR Home Screen: (cont.) \ sese |
aana
30 Day Key Event Nutiﬁcati@
e Al
County FSP 1D Key Fvent Date Reason Total Days| CoordinatorName
Doe, Jane 123456789 26 2782007 Juvenile Hall / Camp / Ranch 44 Dev Garg
Donald, Duck 456789100 43 142002007 Jail a3 Dev Garg
Duck, Daisy 345678912 61 51/2006 State Psychiatric Hospital 347 Dev Garg

30-Day Key Event Notification(s)

Displays all KETs for partners in your group that have been in one
of the following residential settings for 30 days or longer:

e Emergency Shelter/ e State Psychiatric Hospital
Temporary Housing e Juvenile Hall / Camp / Ranch

e Homeless e Division of Juvenile Justice

e Acute Medical Hospital e Jail

e Acute Psychiatric Hospital /
Psychiatric Health Facility
Users may click on the partner’'s name to view the original KET
that generated the natification. *

DCR Home Screen: (cont.) 222.
@Assessment{s} Due >
“iew

Partner Name CSI CCN County FSPID  |Age (Due Date |Days Past Due Coordinator Name

Brady, Jan 7 10M1/2007 0O Thang Pham
Flintstone, Fred 021212121 39 9472007 13 Daisy Duck
Martian, harvin 45 1025007 0 Mickey Mouse
Sam, Jackie 81 9/1/2007 16 Wishvakra] Palanisamy
Sawyer, Tom a1 1012007 0 MHSA ADMIN

12 Mext Page1of 2

Quarterly Assessment(s) Due

Displays Quarterly Assessments that are due for
partners in your group.

Notifications will appear 15 days prior and 30 days after
the FSP’s Quarterly Assessment due date.




Manage Active Partners Screen:
Displays all active partners that belong to your group. i

Department of Mental Health
MHSA Data Collection and Reporting

Mickey Mouse ITWS Home  Log out
Cnum!;' DMH Home Partnerships ~ Transfers  Admin Help

Eearchitoy ACTIVE Full Service Partners
Clear Search

CSI CCN County FSP ID Partnership Date Coordinator Name Status
83

Bunny, Bugs 040872007 Wickey Mouse Pending
W‘ Duck, Danald 034343434 30 05152007 Peter Parker Fending
Flintstone, Fred 01212121 38 Oe04/2007 Daisy Duck Pending
Kent. Clark 48 0514/2007 Peter Parker Pending
Iartian, Marvin 45 070272007 Mickey Mouse Fending
Mouse, Mickey 123456789 62 04/03/2007, MHSA ADMIN Pending
Simpson, Homer T72T27T 41 1072472006 Daisy Duck Pending
Simpson, Maggie 003090909 25 D4As2007 Peter Parker, Pending
Simpson, Lisa g 11154006 Peter Parksy Pending
Smith, Suzie 42 O7aOgr2o07 Daisy Du Pending

Indicates which

PSC assigned Partner’'s PAF

to the Partner. formsl are not
&1 Session time-out i 19 minytes 56 second com p et?

Indicates the

ers Screen: (co

Click on a partner’s name to view his/her assessment history

% ACTIVE Full Service Partners 1

Lastrame v |[50] l
51

Sawyer. Tom 01/01/2005 MHSA ADMIN P
. Sarm, Jackie =52 TePvakral Palanisamy  Pending
Manage Active Partners
Brady, Jan 7 04/01/2008 Thong Pham Fending
Brady, Bobby 22 04/04/2006 Thong Pham Pending
Smith, Tom &1 08/05/2006 Peter Parker Pending
Simpson, Homer TI272727 41 10/24/2006 Daisy Duck Pending
Simpson, Lisa g 11/15/2006 Peter Parker Pending
King, Jackson u] 01/20¢2007 Wishwvakraj Palanisamy  Pending
Duck, Donald 19 020272007 Aftab Khan Pending
Mouse, Mickey 123866789 B2 04/03/72007 MHSA ADMIN Pending
12 3 MNext Pagelof 3
Mﬂ’lens for: Tom Sawyer \
PAF KEY EVENT TRACKING QUARTERLY ASSESSMENT!
01/01/2005 Wiew f Update Current KET Status Cumenthy Due: Days Past Due:
(pending) 10/0152007 0
Walidation Report Enter New KT
KET HISTORY QUARTERLY HISTORY
D2A42007 O7A02007
D7HE2007 D4/25£2007 1
07/09:2007 01042007 (missing)

020172007 A0/01/2006 (missin




Example of KET Summary:

arch or FULL SERVICE PARTNERSHIP 1
Child / Youth Key Event Summary
st Name h FOR AGES 0-15 YEARS

Caollapse all Domains
PARTHERSHIP INFORMATION

County DiH =
Sl County Client Mumber (CCN) 000213256

County Partner 1D {optional)

Partner's First Name Jan = 5
Partner's Last Name Brady =

Date Completed {mm/ddfyyyy) 040172006 =

Partner's Date of Birth (mm/ddfyyyy) 0170172000 *

CHANGE IN ADMINISTRATIVE INFORMATION (Skip this section if there are no changes

PARTNERSHIP STATUS

Date of Provider Mumber / NPI Change (mm/ddfyyyy): 04/01/2006

MEW Provider Mumber / NP 8303

E:::fdogzﬂgemce Partnership Program D Change 08/24/2007

MEW Full Serice Partnership Program [D: Fs01

Date of Partnership Sernice Coordinator Change (rmdddfyyyy):  04/01/2006
MEW Partnership Serice Coordinator 1D Peter Parker

Date of Partnership Status Change (mm/dd/yyyy):
Indicate NEWY partnership status:

If there is a DISCONTINUATION / INTERRUPTION of Full Senice
Partnership and / or cormmunity services / program, indicate the
reason (mark onej:

RESIDENTIAL INFORMATION - includes hospitalization and incarceration (Skis this section it thers are no changes)

Date of Residential Status Change (mmsddfyyyy): 09710/2007
SETTING Iudicate the new residential status (mark on

XML Upload / Download Screen:

Department of Mental Health
MHSA Data Collection and Reporting

Traci Fuijita
County IDMH Home  Partnerships,” Transfers  Admin

Download FSP XML Files
pload FSP XML Files ]

[TWS Home

Log out

Search for

Uplozd FSP XML Files

Batch Submitt

Mew Upload

Those who have the role of:
“XML Upload” (XML-U) have the ability to upload data.

“County Administrator — Read/Write” (CA-RW) have the
ability to download data for their group.

Within the DCR, go to “TRANSFERS”

Downloaded data is provided in XML (extensible markup
lanauaae) format.




2l MHSA - Technical Information - Micresoft Internet Explorer ===

Ele Edit View Favorites Tools Help L
ook - & - @ @ G| SO search Frravortes @ | (- S ] - [ B
Address [&] et ~| Go | Links &

MHSA - Technical Information

Title Last Updated
Systern Requirerents

Qriginal DCR Software B pecification (SRS) 04/03/08
Online DCR Reguirements List 04/09/07
Personal Computer Reguirements for DCR Use 08/14/07
Design and Technical Documents

Internet Browser Environment and Configuration 07/10/07
DCR Data Model Options Analysis 01/26/06
MHSA DGR Data hodel 02/08/06
XML Infarmation

DCR Batch Submittal XS0 ver. 5.1 selfextracting 06/07./07
Erocessing Results Errar 07/24/07

DCR Download and Reporting Template and Instructions 07 /27/07
Release Information
DCR Release Notes 1041607

1. Loginto ITWS using your Username and Password
2. Go to “System” >“MHSA SYSTEM”
3. From the “MHSA INFORMATION” menu, select “Technical Information”

sLastest XSD files

*Processing Results Error Messages

*DCR Download and Reporting Template and Instructions

*DCR Release Notes (documents changes to DCR from one release to the next)

*DCR System Requirements —when available

.

DCR System Requirements o

The DCR development team has identified the following
requirements and settings to insure a positive experience
when using the DCR system:

» Use Windows XP

» Use Internet Explorer 6.0 or above (other browsers are not
supported)

 Set https://mhhitws.cahwnet.gov/ as a trusted site with
settings set to medium

 Allow cookies from https://mhhitws.cahwnet.gov/

* Allow pop-ups from https://mhhitws.cahwnet.gov/ (many
messages in the DCR are presented in pop-ups)

42




SECTION lII:

NAVIGATING THROUGH THE MHSA APPROVER
MANAGEMENT INTERFACE WITHIN THE ITWS

OVERVIEW OF THE APPROVER

MANAGEMENT INTERFACE




To acces the Approver Management Screens, go to the ITWS

website: https://mhhitws.cahwnet.gov/

Address | https: /fmbiitws cahwnet.gov/default asp

v ﬂGD Links | € -

Log into ITWS with your Username and Password.
InfoaionToIog Web S o
What's New

NEW DWH SDMC HIPAA Companion Guide now available!
Created: 6/14/2007 3:45:00 PM

The Department of Mental Health SD/MGC HIPAA Trading Partner Gompanion Guide (Revised: 06/07) is
now available on ITWS!

ITWS Login

Usemame: ADesignee

Pasaword

To view this guide:

1. Click on the "Systems" tab and select "HIPAA". We encourage Ll IO gendile
w 0 =s " " Pre-Enrollment Guide and get
2. click on the “HIPAA Information” tab and select "CHRIP™, familiar with the [TWS enrollment
3. Click on the link titled: “DAtH HIPAA Companion Guide ‘
process, for users and approvers,
[N ITWS will be unavailable Quick Links
Created: 1/2/2007 4:29:00 PM Last Updated: 6/14/2007 1:21:00 PM Pro-Errallment auid
g i i re-Enrollment guide
ITWS will be unavailable June 14, 2007 from 9:30 pm - 10:30 pm PST due to maintenance.
DiH Approver cedification forms

B B R R ADP Apnrover cerification forms
We apologize for any inconvenience. If you have any questions, please contact S e e
ITWS Helpdesk at ITWS@dmh.ca.gov.

Contact ITWS (DMH & ADF
TS OA web site
Check enrollment status

Important Information About File Transfers
Created: 4/27/2007 10:37:00 AM

Due to the large volume of files currently being processed on ITWS, Related links
response times may take longer than usual. All files, which are uploaded to = Usercomputer requirsments

ITWS, are being queued for processing in the order in which they are DMl ETHis sion)
received.

If you do not receive a response from ITWS regarding your file processing
status after 4 hours then initiate a status inquiry by contacting the ITWS -
7l =N ——

A Information Technology Web Services - Microsoft Internet Explorer

File Edit ‘View Favorites Tools  Help

Qbak - O - ¥ @ ) Pseach Frravortes 8 | (I & DB

fddress | ] https:jjmhhtites.cahwnet, goviitws home, asp viB s ks ® & -
Infor on § Functions | U |
Welcome MHSA Apr Change Password
Last Online: 7/7/2006 11:17:48 AM Email; UserPreferences
System Messages User Profile (Contact Information) Quick Links
uicl m
No New Messages Reguest Additional Membership
Created: 7/10/2006 10:18:27 AM 2 Search]

There are currently no Mew Messages
cEnrall from ITWS

This site is best viewed with Internet Explorer versigg® 5 and ahove.
4 ©2004 California Departmant of Mental Heals)

nfarmation Technology

Go to UTILITIES and select “Approver Management”

E‘]https:ﬂfmhht\tws‘cahwr\at‘gnvfltwsfapprnvers.asp D @ Internet m




Approver Management Main Page

3

Qsback - & - [* [ P ssarch Sz Favortes €9 (- L (W] - [ &

Address ‘@ hittps:fimhhitws, cahwnet.govfitws/approvers.asp

Bloo ks ™ &

‘ ~

Pending Requests {4) - for MHSA system

User / Request Type User Organization Title

Munny Chitneni Pencing Resource DMH-IT Statt Programimer Analyst

Dusk Kurtz Pencing Membership DWH-HIPA2, Staff Information Systems Analyst
ignore Reouest Pencing Enrolimert B9 - Test Courty tester

Aftab Khan Pencing Enroliment B3 - Test Courty Q& Consuttart - Deny Access

nrolled Users (52) - for MHSA system

Name / User Organization Title Group Role

Adtab Khan B9-Test County G Consutlant Missing County Administrator, Readirite (CA-RY)
Aftab Khan Test G4, Consuthart - Provider Mlizzing Mlizzing

Aftab Khan 63 - Test Courty G4 Consuttart - Multiple Systems PROD_TEST 4-16-2007  Courty Administrator, Readiitite (CA-RW)
Aftab Khan 63 - Test Courty QA Consuttart - Log user id test PROD_TEST 4-16-2007  Courty Administrator, Read Only (CA-RQ)
Aice Chen DMH-POOI Research Analyst Missing Missing

Brenids Grealish DWH-POGE Research Analyst Mizzing Missing

Bryan Fisher DMH-SDAS Research Analyst || gz‘us”“my MASEr  poad Only (RO)

Clark Kert 9. TestCounty  County Employes gz‘us”“my MAStEr iy Administrator, Reatiiite (CA-RW
David Britton-Ohl ~~ B9- TestCounty  Staff Programmer Analyst Missing :"““E'Sh'p Senie e, REr e (FEe
John does B3-TestCounty  whatever Group & Read Only (RO}

Ken Schallmo DhH-IT Staff Programmer Mizzing Mizzing

MHSA ADMIN 69 - Test County MHEA DCR Administrator DhH Achmin Groug State System Administrator (S54)

Date Submitted
12/5/2005 4:16:00 PM
10/3/2006 3:43:00 AM
10/1 512008 10:05:00 A
4f1612007 1:21:00 PM

Approved

Apr 25 2007 1:48PM by MHSA ADMIN
Apr 7 2007 10:56AM by MHSA ADMIN
Apr 17 2007 94640 by MHSA ADMIN
Apr 17 2007 10:44PM by MHSA ADMIN
Mar 12001 5:42PM by Loren
Rubenstein

Sep 27 2000 1:35PM by Loren
Rubernstein

Jan 7 2000 2:51PM by Sharon Tripp

Apr 26 2007 &42PM by MHSA ADMIN
dJan 11 2007 11:164M by Munny
Chitneni

Apr 27 2007 10:24AM by MHSA ADMIN
Dec 16 2005 9:024M by David Garske

(&] htps: Jmhhitws. catwnet. gov/itws/approvers. asp?L=208BE=56C=DE SCAPS=S00BPH=18F=

Aug 16 2006 353PM by Sesha Kawur
A0 I”ter”rh

CREATING GROUPS




Approver Management - Microsoft Internet Explorer

Fle Edt Yiew Favortes Took Help "
Qbak - O - W A @ Pseach Frravortes £ | (- & ] - ) B
Click on “Maintain MHSA Groups List”

\ Approver Management
|Mwmzatmn 69 - Test County | System: | MHSA v

MHSA ps L

Pending Requests {4} - for MHSA system

User / Request Type User Organization Title Date Submitted
Munny Chitneni Pencing Resource DMHAT Statt Programmer Analyst 124512005 4:16:00 PM
Dusk Kurtz Pending Membership DMH-HPAA, Staff Information Systems Analyst 10/3/2006 9:43:00 AM
ignore Reouest Pencing Enrolimert B9 - Test Courty tester 10/1 512008 10:05:00 A
Aftab Khan Pencing Enroliment B3 - Test Courty Q& Consuttart - Deny Access 4182007 1:21:00 PM

Enrolled Users {52) - for MHSA system

Name / User Organization Title Group Role Approved

Aftab Khan B9 - Test County @A Consutlart Mizsing County Administrator, Readivirite (CA-RY) Apr 25 2007 1:48PM by MHSA ADMIN

Aftab Khan Test G4, Consuthart - Provider Mlizzing Mlizzing Apr 17 2007 10:564M by MHSA ADMIN

Aftab Khan 63 - Test Courty G4 Consuttart - Multiple Systems PROD_TEST 4-16-2007  Courty Administrator, Readiitite (CA-RW) Apr 17 2007 24650 by MHSA ADMIN

Aftab Khan 63 - Test Courty QA Consuttart - Log user id test PROD_TEST 4-16-2007  Courty Administrator, Read Only (CA-RQ) Apr 17 2007 10:44PM by MHSA ADMIN
Mar 1 2001 5:42PM by Loren

Rlice Chen DMH-PODI Research Analyst Missing Missing I

Brenda Grealish  DWH-POGI Research Analyst Missing Missing Sep 27 2000 1.35PM by Loren
Ruberestein

Bryan Fisher DMH-SDAS Research Analyst || gz‘us”“my MASEr  poad Only (RO) Jan 7 2000 2:51PM by Sharon Tripp

Clark Kert 9. TestCounty  County Employes gz‘us”“my MAStEr iy Administrator, Reatiiite (CA-RW S 26 2007 B:42PM by MHSA ADMN

T TE N NS — :ﬂrtnershlp Service Coordinator, Read/hite (PSC- m r1‘ Ewmznnr 11:1 GAM by Munny

John does B9 - Test County whatever Group & Read Only (RO) Apr 27 2007 10:24AM by MHSA ADMIN

Ken Schallmo DhH-IT Staff Programmer Mizzing Mizzing Dec 16 2005 9:024M by David Garske

MHSA ADMIN 69 - Test County MHEA DCR Administrator DhH Achmin Groug State System Administrator (S54) Aun 16 2006 353PM by Sesha Kawur

(&] htps: Jmhhitws. catwnet. gov/itws/approvers. asp?L=208BE=56C=DE SCAPS=S00BPH=18F= =) mmrm

MHSA System User, Groups List for, - Test County - Microsoft Internet Explorer

Ele Edit  View Favorites  Tools  Help

1 Click on “Create a new Group”

Address | €] hteps: {fmhhitws.cshnet.qoMkgs appravers, asp?Ubl=SHOW-HGROUPSRSSttngType= v Go Links > | @y~

System User Groups List for - Test County
—Back to Approver Mangment

Groups (8) (Creale 3 new. Grué}
Group Name / Scri

This group is exclusively for
DK Admin Group — assignment to MHSAA0MIN Active  9M11/20061:11:35 PM MHSA ADMIN

Status Date Created Created By

accourt
Group & Group & Test Group Active  4/24/2007 24914 PM - MHSA ADMIN
Croup B Group B Test Group Active  4/24/2007 2:49:34 PM MHSA ADMIN
PROD TEST 4-16-  Production Test Group Added "
2007 AHBEI0T Active  4/16/2007 11:23:59 AM MHSA ADMIN
Wwwucﬁon Test Group Inactive 4/16/2007 123720 PM MHSA ADMIN

Sac Test Group Test Group added 4252007 Active  4/26/2007 2:24:33 PM MHSA ADMIN
State DMH Admin  This group holds all the users.
Grovp fram DMH HQ

Any user assigned to the
County Master Group wil have
access to all FSPs withinthat  Active  8/18/2006 113223 AM MHSA ADMIN
Courty. This Group is created

by DCR system automatically.

Active  BMB/2006 355042 PM - Sesha Kavuri

Test Courty Master
Group

This site is best viswed with Inermet Explorer version 5.5 and above
2@2004 California Department of Mentsl Heslth, Infarmstion Technolagy

&l B Internet -




Microsoft Internet Explorer, [
Fle Edt View Faverites Tools Help I

! Enter the v|Gn Links ** | @y~

\ Add New Gruupﬁur - Test County

Name.}gmup c I
/

Miax Len=100

Group C Test GEup
Description:
Max Len=4000

Select “Active Grpup Status: | Active ¥
for Status

f Return |

This site is best viewedfwith Irternet Explorer version 5.5 and shove.
4 ©2004 California Dep frtment of Mantal Heslth, Informstion Technology

Click on “Add new Group”

&] B @ Internet -

2 Groups - Microsoft Internet Explorer

Ele Edt ‘iew Favorites Iools  Help

Qoack » ) - [¥ [2) () S Seach ¢ Favorkes & v M- [+

Confirmation that group has been added

Groups
Group Added for - Test County

Name: Group C
Click on “Return” to return Description: Graup C Test Graup

. Status: Active
to the groups list
View Group
Return
Thiz site is best viewed with Internet Explorer version 5.5 and above.
“@2004 California Department of Mental Health, Information Technology

&] Done B Internet




Fle Edt View Faverites Tools Help I

MHSA System User Groups List for - Test County

Back to Approver Mangment

Groups (9) - Create a new Group

Group Name / Group Description Status Date Created Created By
This groug is exclusively for

Dt Admin Group  assignment to MHSAADMIN - Active 91 1/20061:11:33 PM - MHSA ADMIN

account
Groun & Group & Test Groug Active 4242007 249014 PM MHSA ADMIN
G B Group B Test Group Active  4/24/2007 2:48:34 P MHSA ADMIN
Group C ? Group C Test Group Active  B/1/2007 10:59:57 &AM Alice Chen
T 4-18-  Production Test Group Added o
So07 AHBO00T Active  4416/2007 11:25:59 AM MHSA ADMIN
wl’mducﬁun Test Group Inactive 4416/2007 12:37:20 P MHSA ADMIN

2 (4-16-2007
Sac Test Group Test Group added 40252007 Active 4/26/2007 2:24:35 PM - MHSA ADMIN
State DWMH Admin - This group holds sl the users
Groun fram DMH H@

Any user assigned to the
Courtty Master Group wil hawve
access to all FSPs withinthat  Active  9/19/2006 113223 AM MHSA ADMIN
Courtty. This Group is Created

by DCR system automatically.

Active  B/16/2006 35542 P Sesha Kawuri

Test Courty Master
Groug

Thiz site is best viewed with Internet Explorer version 5.5 and above.
ﬂ@znna California Department of Mental Health, Information Technology

NOTE: All counties will automatically have a group called “<County> Master
Group.” Users assigned to this group will see all data for the entire county.
(Do not create another group with the word “Master.”)

& ElE

MANAGING ACCESS TO THE ITWS / DCR




To approve a user’s request for enrollment into the ITWS,
click on auser’s name (either under ‘Pending Requests’ or

‘Enrolled Users’).

Mickey Mouse Pending Enralment £9 - Test Courty

Enrolled Users (16) - for MHSA system

Approver Management
‘Mamlam Organization: | 69 - Test County ¥ System: | MHSA hd
M MHSA ps List
Pending Requesyf (2) - for MHSA system
User / Request Type User Organization Title Date Submitted
Sesha Kavuri Pending Memaershin 01 - Alameda Consultant 845/2003 8:53.00 AM

Chief Ertertainer SHEB2007 4:29:00 PM

Role

Missing

County Administrator, ReaciArie (CA-RA)
Partnership Service Coardinator, Readirite

Approved
Mary 14 2007 1:18PM by Machay Tadkapali
Aug 92008 2:31PM by MHSA Acmin

Aug 7 2006 4:06PM by MHSA Admin

(PSC-R
Mizsing Jun 21 2006 3:26PM by Sesha Kavuri
[P;ggeﬁrshlp Service Coordinator, Readdite o oo 41 cta i WS A Admin

State System Administrator (S54) Jan 25 2007 11:30AM by MHSA Acmin

Perinership Service Coordinator, Reade 1o 15 50 o o0 by David Garske

Teari Fuits

California Department of Mental

Pacasreh Anshrct

Name / User Organization Title Group
Brenda Greslish 59 - Test County RPS Missing
fiveslenn fivehausler B9 - Test Courty hacker Missing
fourglenn £ - Test Courty gormond test
Tourhausisr
Frank Rotchford  DMHAT M Missing
glenn hausisr B9 - Test Courty hacker test
State System Test County Master
John Doe 554 £9 - Test Courty R P
Ken Schalino DMH-IT Staff Programmer Frankscroup
MHS A Admin B9 - Test Courty MHSA Admin test
WHSA Testa 63 - Test Courty Tester Missing
Minerva Reyes 63 - Test Courty Analyst Missing
aneclenn onehausler B3 - Test County hacker test
testmhsa testmhsa 69 - Test County Testing user esieuntieztey

Group

Mlizsine

(PSCR

Reacd iV ite (Fyy) Jun 14 2006 4:57PM by David Garske
Mizsing May 15 2007 4:00PM by Madhay Tadkapali
Mizsing May & 2007 12:52Ph by Sesha Kavuri

Partnisrship Service Coordinstor, Resd/rite
(PSC-R

Readl Only (RO)

Partnership Service Coordinator, Read/\Write

Aug 2 2006 12:45PM by MHSA Admin

Jul 11 2008 10:40AM by David Garske
Sep 27 2000 1:35PM by Loren Rubenstein >

(&] https:{mhhtitws.cahwnet. qovfitws appravers. asp?UserD=1874

S & Internet

Page 6 Sec 1 610 Ak 62" Lnd4  Col i

English (U.5

:

ol

Review the User’s Information. Make sure that ‘County Employee’ or
'‘Direct Provider for DMH' is listed under USER TYPE. (These are the only
user types available for the MHSA System.)

Username: MMOUSE
First Name, Last Name: Mickey, Mouse
Email: Traci.Fujitagdmh.ca.gov

User Type:County Employee

User Organization:69 - Test County

Description
Ho Records Found!

User Information

ent Request Submited Date: 7/2/2007 11:21:00 Ahd

Pending Memberships for MHSA System

System Function

MHSA,

Organization
69 - Test Courty

DCR: Application

User authenticity verification method:

Process

jesneec wneithy oternet Ecnlorer

Thiz =it = best

Title: Chief Entertainer
Street: 001 Disneyland Drive
City|State[ZIP: Anaheim CA, 12345
Phone: (945) 123-4567
Fax:

Enrollment Request Ap

User Roles for MHSA System -

Description
Ho Records Found!

System Information snd Documertation (2] (@] O

Approve Deny Pending

(@] [J] (7]

¥ | Help ¥

Ersion aod ahoye




w  Favorites  Tools  Help

) W ) n P search Tt Favorites €9 S < o}

51 Jimhhitws, cabwenet.govfitwsapprovers, asp?UserID=5205 M
Infarmation

User Information -Rewrn to Approver Management

User Information

Username: MMOUSE Title: Chief Entertainer

First Name, Last Name: Mickey, Mouse Street: 001 Disneyland Drive
Email: Traci.Fujitai@dmh.ca. gov City|State|ZIP: Anaheim,CA 12345
User Type:County Employee Phene: (945) 123-4567

User Organization:69 - Test County Fax:

Enroll t Request Submited Date: 7/2/2007 11:21:00 AM Enrollment Request Approved:

User Roles for MHSA System -
Description
Ho Records Found!

Description
Ho Records Found!

Pending Memberships for MHSA Syst
System  Organization Function Approve Deny Pending
MHS.A 9 - Test Courty System Information and Documentation O [.4] 4]

If known, assign the user to a group and role(s). User cannot access

DCR until this has been done.

Process

Thiz site is kst vieweed weith Internet Fuplarer version 58 and ahove

w  Favarites  Tools  Help

To assi

oup” link.

User Information -Return to Approver Management

User Information

Title: Chief Entertainer
First Name, LasNName: Mickey, hMouse Street: 001 Disneyland Drive

Email: Traci.Fujita .ca. City|State|ZIP: Anaheim CA 12345
Phone: (945) 123-4567
User Organization:69 - Fax:

Enrollment Request Approved:

Description
Ho Records Found!

Description
Ho Records Found!

Pending Memberships for MHSA System

System  Organization Function Approve Deny Pending
MHSA, 54 - Test Courty System Information and Documentation () (] (]

DCR Application (&) (] (5]
User authenticity verification method: hi | Help ¥

Process

This site is best viggved with Internet Fxoinrer version 55 and shoye




“Assign Group” Screen
| %] |#] o ) Search 7 Favarites = ™ - e

Select the group to which the user will belong

Add User Groups

Groups v
DMH Admin Group
Group A
Thiz site is best vi ounty" Group nd above
H@zom Califarnia DMaster Group nTechnology

PROD_TEST 4-16-2007
Provider A Group
Provider B Group
Provider C Group
Provider D Group

Sac Test Group

Site & Group

Site B Group

Site C Group

Site D Group

State DMH Admin Group
Team # 1 Group

Team # 2 Group

Team # 3 Group

Team # 4 Group

Test County Master Group

Reminder: A user can ONLY belong to one group.

Groups - Microsoft Internet Explorer,

ew  Favortes  Tools  Help

- & - g

Lil=ADD+USER+3ETTINGASettingType=1

Home

Add User Groups

=D
e —

Return to User |

This site iz hest viewed with Internet Explorer version 5.5 and ahove.
“@2004 California Department of Mental Health, Infarmation Technology




View Favortes Tools Help

D - [ [@ (a O search 77 Favorites ) - - oY

Logout

User Information - Retumnto Approver Management

User Information

ername: MWOUSE Title: Chief Entertainer
Firt Name, Last Name: Mickey, Mouse Street: 001 Disneyland Drive
Ema\: Traci. Fujita@dmh.ca.gov City|State[ZIP: Anaheim, CA 12345
User Nype:County Employee Phone: (345) 123-4567
User Onganization:69 - Test County Fax:
Enrollmégt Request Submited Date: 7/2/2007 11:21:00 A Enrellment Request Approved:

i 3
Groun C Group C Test m Remove |Name / Description Remove
—
Ho Records Found!

Pending Memberships for MHSA System

System  Organization Function Approve Deny Pending
MHSA 69 - Teat Courty System Information and Documentation (] [ &] (&)

DCR: Application [ ] [ &] [ &)
User authenticity verification method: b | Helpn ¥

Process

Thiz site iz best viewed with Internet Explorer version 5.5 and ahave,

iew  Fawvarites  Tools  Help

To

Username: MMOUSE
First Name, Last Name: Mickey, Mouse
Email: Traci.Fujitag@dmh.ca. gov

User Type:County Employee

User Organization:69 - Test County
Enroll t Request Submited Date: 7/2/2007 11:21:00 AM

Title: Chief Entertainer
Street: 001 Disneyland Drive
ity|State[ZIP: Anaheim,CA 12345
Phdyge: (945) 123-4567

Description
Group C Group C Test Grougp Remove

Description
Ho Records Found!

Pending Memberships for MHSA System

System  Organization Function Approve Deny Pending
MHS A 69 - Test County System Information and Documentation O (2] )

DCR Application [ &) (&) (]
User authenticity verification method: hd | Help #

Process

This ste is best viegsed with Internet Evolnrer version 5 5 and above




“Add User Roles” Screen

@Back ~ ) - [& [F] (o Fsearch 7t Favorites - - [-+% links @ -

Address | ] https: fmhhitws. cahwnet. govjitws{approvers. asprUser ID=31 978Lki=ADD-+ISER+ SETTINGASettingType=2

Select role(s) for the user

Share FSP Group (SFG)
County Administrator, Read Only (CA-RO)

County administrator, Read/write (Ca-RwW)
Partnership Service Coordinator, Read Only (PSC-RO)
Partnership Service Coordinator, Read/write (PSC-RW)
HRead anly (RO)

Read/write (RW)

2ML Upload (XML-U]

REMINDER:
* A user can have multiple roles.

e Users that will be uploading XML batch files must be assigned the
role of XML-U.

» Users that will be downloading XML batch files must be assigned
the role of CA-RW.

 If the user is a Partnership Service Coordinator, they MUST be
identified as a PSC and given the role of a PSC-RO.

« If the user will need to ‘share’ FSPs with another group, they must
also have the additional role of SFG.

&l pone 2 & nternet

A Add User Roles - Microsaft Internet Explorer LR Q@@
,'r

Ele Edt ‘iew Favorites Iools  Help

Click on “Add Roles”
He SA Infarmation | Functions | LA

Add User Roles

S oo |

Return to User |

This site is best vised with Intemet Explorer version 5.5 and sbove
2@2004 California Department of Mental Health, Information Technolagy

&] Done B Internet




User Information

The newly

Username: MMOUSE Title: Chief Entertainer q

First Name, Last Name: Mickey, Mouse Street: 001 Disneyland Drive assig ned
Email: Traci Fujita@dmh. ca.gov City|State|ZIP: Anzheim CA 12345 e RV Nalo);
User Type:County Employee Phone: (245) 123-4567 .

User Organization:69 - Test County Fax: be listed for
Enrollment Request Submited Date: 7/2/2007 11:21.00 AM ent Request Approved: that user

User Roles for MHSA System -

Readirite (R +
Name # Description Remove
Remove

Description
Group C Group C Test Grougp

Pending Memberships for MHSA System

System  Organization Function Approve Deny Pending
MHSA 59 - Test County System Information and Documentation (] (]

DCR: Application (] (5] (5]
User authenticity verification method: | = | Help ¥

Note: There is a 5 minute lag between getting assigned to a group/role and
being able to access the DCR Application, if requested.

IMPORTANT!

» Before changing a PSC’s group / role or deleting a PSC, you MUST make
sure that all FSPs assigned to that PSC are re-assigned to another PSC by
using a KET form. (You can sort by PSC in the DCR to find which Partner’s
are assigned to the PSC.) 65

ion| - Microsoft Internet Explorer

Favarites  Tools  Help

Click on the corresponding radio button to Approve, Deny or set a
request to Pending for each Function requested

.

User Information -Retunto Approver Management

Infarmation unc il

User Information

Username: MMOUSE Title: Chief Entertainer
First Name, Last Name: Mickey, Mouse Street: 001 Disneyland Drive
mail: Traci.Fujita@@dmh.ca.gov City|State[ZIP: Anaheim,CA, 12345
er Type:County Employee Phone: (945) 123-4567
Uskr Organization:69 - Test County Fax:

Enrgllment Request Submited Date: 7/2/2007 11:21:00 Ak Enrollment Request Approved:

User Roles for MHSA System -

Description Remove Readitirite (R
Group € Group C Test Group Remove || Name # Description Remove
\ Readiiite (RW) Remove

Pending Memberships for MHSA System
ystem Organization Function Approve
MHSA £9 - Test County System Information and Documentation (4] 3]

DCR Application (.3} 3]

Deny Pending
O

User

verification method: b | Help ¥

Process m




Tione =T

User Information -Returnto Approver Management

User Information

Username: MWOUSE Title: Chief Entertainer

First Name, Last Name: Mickey, Mouse Street: 001 Disneyland Drive

Email: Traci.Fujita@dmh.ca. gov City|State|ZIP: Anaheim,CA 12345

User Type:County Employee Phene: (945) 123-4567

User Organization:69 - Test County Fax:

Enroll t Request Submited Date: 7/2/2007 11:21:00 Ak Enrollment Request Approved:

User Group for MHSA System - User Roles for MHSA System -

Name / Description Remove

Group C Group C Test Group Remove || Name # Description Remaove
Readifirite (RW) Remove

Pending Memberships for MHSA System

System Organization Function Approve Deny Pending
MHSA 59 - Test County System Information and Documentation ® O (]
DR Application ® O (]

@emicﬁy verification method: h | Help #

/ Process

Select a User Authenticity Verification Method

Select “Authenticity Verification Method”

N\

Contacted by person
Contacted by phone

User authenticity verification method: ¥ | Help ]

NOTE: In order to ensure that Approver Designees are enrolling the appropriate users
into the ITWS and DCR, it is recommended that Approver Designees consult with
Administrators to identify users and determine which group / role(s) they should be
assigned.

68




¥ [ o S search <7 Favorites € - 5a -

‘mhhitws, cabwnet . gov/itws/approvers, aspPUserID=5205 v | ﬁ

Title: Chief Entertainer

Street: 001 Disneyland Drive
City|State[ZIP: Anaheim, CA,12345
Phene: (345) 123-4567

Fax:

1 Date: 7/2/2007 11:21:00 AM Enrollment Request Approved:

User Roles for MHSA System -
Remove
Eemove Description Remove
Remove

System  Organization Approve Deny Pending

MHSA B8 - Test Courty ® (] (5]
User authenticity verification Help ¥
| process | D
Thiz ste iz best viewwed with Internet Explorer version 5.5 and above
©2004 California Department of Mental Health, Infarmation Technology m

File Edt view Favortes Tools  Help

QBack = ) - [{ 2] (0 O Search ¢ Favorites 42 L~ DR

Address | ] https:ffmhhitws. cahwnet. gov s approvers. asp v B

Approver Management
|Mamlain Organization: | 69 - Test County V‘ System, ‘ MHSA VH

| The approved user is now listed under the ‘Enrolled Use
User # Request Type User Organization Title Date Submitted
duniny Chitnieni Pending Resource DhdH-IT Staff Programmer Analyst 124512005 4:16:00 Ph
Dusk Kurtz Pending Membership DhiH-HIPAS Staff Information Systems Anatyst 10F32006 94900 A
ignore Request Pending Enroliment 69 - Test Courty tester 10/18/2006 10:05:00 AM
Aftab Khan Pending Enrollmert 69 - Test Courty @& Consultant - Deny Access 416/2007 1:21:00 P
Enrolled Users (54) - for MHSA systefn
Name / User Organizationy/Title Group Role Approved
ttab han 69 - Test County Q4 Consutiznt Miszing Courty Administrator, Reacdidrite (CA-RW) Apr 23 2007 1:46PM by MHSA Al
Aftad han Test @4 Consutiant - Provider Missing Missing &pr 17 2007 11:564M by MHSA,
Aftab Khan 69 - Q4 Consuttant - Multiple Systems PROD_TEST 4-16-2007  Courty Administrator, Read/\Write (CA-RW) Apr 17 2007 S46AM by MHSA A)
Aftab Khan £9 - Test Co Q4 Consultant - Log user id test PROD_TEST 4-16-2007  County Administrator, Read Only (CA-RO) Apr 17 2007 10:44PM by MHSA,
glice chen 69 - Test Colinty R&1 Master "County" Group  Courty Administrator, Read/\Write (CA-RW) Jan & 2006 11:504M by Sheils 1
Appraver Desitnes IT Pragram Specialist Missing Missing Jun 15 2007 4:26PM by Shara Jol
Bryan Fisher Research Analyst Il é‘:z‘uswmy Lt Read Only (RO} Jan 7 2000 2:51PM by Sharon T
Clark Kent County Employes: ;ziugﬂuntv el Courty Administrator, Resd/irite (CA-RW) Apr 26 2007 8:42PM by MHSA A
David Britton-ohl - Test County Statt Programmer Analyst Missing ;artnershlp Service Coordinator, Readiite (PSC- ém:;;oﬂ?ﬂ 1EAM by Munny
John does B9 TestCourty  whatever Group & Read Only (RO) Apr 27 2007 10:244M by MHSA
WHSL ADMIM £9 - Test County MHSA DCR Administrator DhiH Adimin Group State System Administrator (SS4) Ay 16 2008 3:53PM by Sesha K]
MHSA USER2 B9-TestCourly  TEST USER ;ziugﬂuntv el State System Administrator (SS8) Oct 18 2006 10:384M by MHSA,
Wickey Mouse 69 TestCounty  Chist Ertertainer Group Readirite (RA) é‘:uzefum Dby el ey
Minerva Reves DH-PORI Research Analyst Group & Courty Adrministrator, Read Only (CA-RC) Aug 23 2004 12:14P

_1 Dane é <




SAMPLE APPROVAL EMAIL

J ¥ Close Reply - Forward - 5 v| B = 5 | B G, |E»:.

Mail |Pr0perties I Personalize I

The enrollment request for testmhsa testmhsa (TESTWMHESA) has been approved. To
enter TTW S go to hitpsufmhhtites. cabwnet. gov.

If you have any questions you can email TTWS Support at itws(@dmb. ca. gov.

71

JmSend M Cancel I%.ﬂuddress & | Sve

Mail ISend Options I

From: v| IITWS ITW'S Swstem cC I

Ta: Ftestmhsa testmhsa" <tracifujta@dmh.ci...) B I

Subiject: IiTWS: Enroliment Request Denied

At o=l® 7]u|@-| sEss-eWw”
The enrollment request for testmhsa testmhsa) has been denied. ;l

The reason your enrallment request was denied is: .

If you have any questions, please contact the approver, Approver Designee at
pogi.support@dmh.ca.gov or ITWS Support at itws@dmh.ca. gov

72




Additional ITWS Information

e After 6 months of inactivity, the ITWS
System will automatically disable a
user’s account and send an email
communicating the deactivation

e To reactivate a disabled account, the
user should send an email to the ITWS
Help Desk (itws@dmh.ca.gov) that
includes the username that should be
enabled
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SECTION IlI:

INFORMATION TECHNOLOGY WEB
SERVICES (ITWS) ENROLLMENT PROCESS




APPROVER DESIGNEE

Designation & ITWS Enrollment Process

How to Become an Approver Designee | 823:2°

Follow these steps:

Step 1: County Director designates the Approver
Designee(s) by completing and faxing the County
Approver Certification form (MH 3273) to the DMH
ITWS Help Desk

Step 2:DMH ITWS Help Desk staff enters the Approver
Designee(s) information into the ITWS System and
notifies Approver Designee(s) via email when
approval process is complete

Step 3: Approver Designee(s) enrolls / expands existing
membership to the DMH ITWS MHSA Data System
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STEP 1

County Director designates the Approver Designee(s) by completing and

faxing the County Approver Certification form (MH 327
to the DMH ITWS Help Desk

Go to the IT website:

u;Bam = B [ @ | Dsearch rFavorites € (I @& - O &
Add’@@ htips //mhhitws, cahwnet.gav/ ) M GD Links @
Bl SRR —— gl e . o

California Department of Mental Health
Information Technology Web Services (ITWS)

What's New ITWS Login
Important Information About File Transfers

Username:
Created: 4/27/2007 10:37:00 AM
Due to the large volume of files currently being processed on ITWS, IFEESEr
response times may take longer than usual, All files, which are uploaded to _Login | Enrail |

. . . . Pre-Enrollment Guide nll(lgel
If you do not receive a response from ITWS regarding your file processing 1 with the ITWS enrollment

status after 4 hours then initiate a status inquiry by contacting the IT [ LT LT T T
Helpdesk at itws@dmh.ca.gov. Quick Links
Updated Aid Codes Master Char is available on ITWS A

Created: 1/31/2007 2:58:00 PM Last Updated: 1/31/2007 3:00:00 PM
Updated Aid Codes Master Char is available on [TWS, at https: /mhhitws. cahwnet. govidocs/public/reference_information. as|

The Department of Mental Health (DMH) has been informed by the Department of Health Sewices (DHS) of the addition of Medi- = Syster enrollment guides
Cal aid codes 3D, 06 and 46 as well as the modification of Medi-Cal aid code G5 (definitions below). DHS has determined that ™ Cantact ITWS (DkH & ADP
beneficiaries with these aid codes are eligible for full scope Medi-Cal benefits. Thus beneficiaries with any of these aid codes are m [TWS QA web site

eligible for specialty mental health services assuming all other criteria for the specialty mental health program such as medical  » Check enrollment status
necessity are met = Related links
w User computer requirements

Pleasze note that it is recommended Mental Health Plans (MHF's) use whatewer eligibility werification practices and procedures o DMHLT mission

the MHP currently has in place to verify eligibility for all these aid codes.

3D0: Mot on cash aid, but cash-linked Medi-Cal eligible because the individual has been determined to be eligible for CalWORKs

06 Out of State Interstate Cormpact on Adoption Assistance: AA children from out of state placed in CA -




DMH Approver Certi rosoft Internet Explorer,

File Edit View Favorites Tools  Help a’
Qback - ) (¥ F (8 Osearch YoFavartes £ (v 4 Y%

Ailres | ] hepss/fmbhitws cahwnet, gov/docs ublifauthforms. asp

Go |Lnks * @ -

]

DMH Approver Certification Forms

The following forms are meant for use by the various approving personnel. To enroll in ITWS as a "user”, please press here
Each county, vendor, business partner, and DMH employee is authorized specific access within the Infarmation Technolagy ¥eb Services (ITYWS). Each entity (county,
state department, etc.) has one or more individuals identified as "approvers” who have the autharity to authorize ITWS access for people with whorn they waork, These

individuals are, for example in a county, appointed by the county mental health director.

Every individual with access to the ITWS, therefore, has approval from a duly authorized person at their place of employrment. Security mandates that this protocol be
continued for all entities that may have rights to view data on the ITWS.

An approval form has been created for each entity. Please select the appropriate one, read the general descriptions and download the appropriate form. Each form
sawes in Acrobat (pdf) format

Please note there are specific guidelines for the appropriate use of confidential information. These are summarized in DWH Letter 99-02

Description Form
This form is for use by county representatives to authorize county employees access to ITWS application(s). It is to be cerified by
County A the County Mental Health Director. The form asks for two "approvers” and any appointed vendors to be listed. When complete, fax the
OUNLY SRRIOYET o o (916) 654-3007. It will remain in effect until a revised farm is submitted Eorm MH3273 pdf

Certification
This form is for use by vendor representatives to authorize vendor employees access to ITWS application(s). The respective county
on its County Approver Certification form MH3273 must acknowledge the vendor. The vendor form is to be certified by an executive
officer of the organization. The form asks for two vendor "approvers”. When complete, fax the form to (316) 654-3007. It will rernain in

‘endar 4 effect until a revised form is submitted.

e il i Eorm MH3268.ndf
The objective of this cedification form is to permit the vendor to manage its own employees’ access to [TYWS without having to obtain =
permission from the county on an individual-by-individual basis.

This form is for use by nen-county erganizations (not county vendors) to appoint their authorizing personnel. For example, other
Business State departments, DMH hospitals, and private organizations may use it. ¥hen complete, fax the form to (916) B54-3007. It will
Partner remain in effect until a revised form is submitted Forrn MHIZ64. pdf

Certification
E Done Internst

St ol €

County Approver Certification
MHIIT (e D606

For Access to Confidential Mental Health Information

o - Heaeh snd Hismsaa Srvices Apracy Diepartmet of Mestal Healti

. Prl ntaco py Of th e E;n:::{:nh ::'::n: T pp— g Ekp-mrlnl o Shionl Bk, Idoeston Trchnology
(DMHIT) requests the couery smearal health dursctor deagnate 2 pomsary s0d 3 secondary cossact 1 be respossible for
County Approver o eb s 1 916) 513007 17 ot R i shou s ol 28 (918 S503117
Certification Form s———
Furvt Nasme crion Last Mame: _Desanes

Tatte 1T Progeas Speciast

Phone Number. {123 ) 8567890 Fax Numibey
Eanal Adehrss _ APEOVEr Deugreegriesicounty6 gov

Primary Appeover's Sugnante

» Complete the sections DM B et Gt

highlighted in yellow g —
Tatle
Phone Number {1 FaxNumber: )
Email Addiew

Secolary Appeove’'s Sugisa _
iy e D

Vendor(s): (1f applicable)

Thor vemsdor inbed beborw b the authoney’ o srormve, seusd and procew the above masand county’s confidential mnstal beal
infermation i muarked bekow. The vender will evisblo ity own piusssry and secondsey sppooning costacts

Health Director sign the Vendor e
COMPLETED form VistorCous o FrcaeNober L)

ealth Systems:

e fur wlch (e [
Client 25 Service [nformation Syaesn (CS1)
Healttry Fmubies. Program (HFF}
Monthty MEDS Exmacy File (MMEF)
T Provsder / Legal Enney (PRV/LE)
T Ststnes and Dats Asshyis (SDA)

 Conflemabty of Chrst Infimmsion)

« Have the County Mental

may i fre—rr
Short-Doyie | Med-Cal Clamu = EOS (SDMC-EOH)
Testimnons for Mental Disease (TMD)

Therspeunc Beburonal Services (TBS)

Performance Outcome Data Systesm (PODS)

Cou and Fesancasl Repomng Sysem (CFRS)

X _ Messad Heath Adirsuscs Dicharge & Tramfor ADT)
. Fax th ecom p | eted fo rm County Mental Health Divector Certification:
An Mentad Flealth Duector e 7250 COUY 63 Cougny | dewgnair the above melividuals (md vesdor 1f spphicable]
to the DMH ITWS at R idepeadent sbority 5 proTe wEEEw P 1 e condroalmencd bl pans dos. DT e sl
on appeavals, demals, and changes made by the ab drvidnaly vendor in f acceus raquen 1 ha o

daa m the srvienm lnted sbove Ax chasgrs ooow ko the sbave sppwovmg costachs or vrsdor sdormaon (same. phone
1 T will wigs an updwind cevtificasion and forward # t0 DMH-IT Al 1 sckeouwdedpe readmg DMH Lemer 99
Aeiesality of Clotnt T

(916) 654-3007

County Mental Healih Divector nigned and prssed)




STEP 2

DMH ITWS Help Desk staff enters the Approver Designee(s) information

into the ITWS System and notifies Approver Designee(s)
via email when approval process is complete

Once DMH Receives the Form:

DMH enters the Approver Designee’s information
into the ITWS System.

DMH contacts the Approver Designee via email to
let the Approver(s) know that they are approved.




Sample Approval Email for Approver Designees

receiving this message for one of three reasons:

1) You have been added as an approver with authority to approve certain
\Wess to the ITWS system, or
2) Your status as an approver on the ITWS system has changed through
the addition or deletion of systems you are authorized for, or

3) You approver status has been audited for accuracy.

If you have not already done so, please review the appropriate
confidentiality statements and ensure you fully understand your
responsibilities before exercising this authority.

You have approver authority for the following organizations and data
systems:

69 - Test County - MHSA

If you leave this position or no longer need this authority, if any of the
enrolled users you have approved leaves or no longer needs access to
this data system or ITWS, please notify us at itws@dmh.ca.gov.

Note: After you receive this email, you need to enroll into ITWS.

STEP 3

Approver Designee(s) enrolls / expands existing membership to the
DMH ITWS MHSA Data System




Two ways to enroll into ITWS:

Enroll as a NEW user

Or

Enroll as an EXISTING user
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To Enroll as a NEW ITWS User
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Go to the ITWS website: https://mhhitws.cahwnet.gov/

[>1R3 e arch Favorites 44 v v i

4cdiQgs | ] https : fmihitws cabwnet.gov/

v aGD Links @

California Department of Mental Health
Information Technology Web Services (ITWS)
What's New ITWS Login

Important Information About File Transfers Usetname:
Created: 4/27/2007 10:37:00 &M

Due to the large volume of files currently being processed on ITWS,
response times may take longer than usual. All files, which are uploaded to
ITWS, are being queued for processing in the order in which they are
received.

Pasgwaord:

If you do not recelve a response fro
status after 4 hours then initiate a st
Helpdesk at itws@dmh.ca.gov. OQuick Links
Updated Aid Codes Master Char is available on ITWS Pre-Enroliment guide
Created: 1/31/2007 2:55:00 PM Last Updated: 1/31/2007 3:00:00 PM DMH Approver corification farms
. - " . ppi
Updated Aid Codes Master Char is available on ITWS, at https:#mbhitws. cahwnet. govidocs/public/reference_information.asp
ADP Appraver cedification forms

The Department of Mental Health (DMH) has been informed by the Department of Health Services (DHS) of the addition of Medi- System enroliment quides
Cal aid cades 3D, 06 and 46 as well as the modification of Medi-Cal aid code B5 (definitions below). DHS has determined that Contact ITW (DMH & ADP)
beneficiaries with these aid codes are eligible for full scope Medi-Cal bensfits. Thus beneficiaries with any of these aid codes are = [TWS OA web site

eligible for specialty mental health serices assuming all other criteria for the specialty mental health program such as medical Check enrollment status

necessity are met. Related links

Please note that it is recommended Mental Health Plans (MHP's) use whatewer eligibility verfication practices and procedures D;ﬁ: T_?m et

the MHP currently has in place to verify eligibility for all these aid codes LBl misslon

3D: Mot on cash aid, but cash-linked Medi-Cal eligible because the individual has been determined to be eligible for CalWWORKs:

0B Out of State Interstate Compact on Adoption Assistance: AA children from out of state placed in CA -
[ ITWS Enrollment - Microsoft Internet Explorer [__]@]

File Edit View Favorites Tools  Help l':'

QRack - [ & @ | P search Favorites A = [}

fddress (] hitns //mbinitws cabwnet.gow/enrolldefault, aspPage=1 - ﬂ Go | Links @ -

ITWS Enrollment

[step 1: Description of Enrollment Pracess|gtep 41 Approvers and Gptional Functions
Step 2: Enter User Information Step 5: Verify Information and Submit
Step 3: Select Memberships Step &t Submission Confirmation and Final Steps

The Infarmation Technology ¥Web Services (ITWS) for the Departrent of Mental Health (DMH) provides a secure environment for the transfer of confidential data

Enrollment into the [TWS is very specific as to the individual; there are no generic logons. Written permissions are required in order to access data and only those specific
data systems granted by your approving authority are made available

To protect information, the ITWS has four levels of security: server certificates, user ID, user password and SSL-128 bit encryption.

An applicant to the [TWS must locally print, sign, obtain approval, and fax the enroliment request form to DMH. Applicants will receive e-mail responses as to the status of
their request.

The enrallment request form will be produced electronically upon complation of the following enrallment screens. Applicants select their own Username and Passward
Once enraliment is complete, additional systems may be added. Enroliment and use of the ITVWS requires the Microsoft Intermnet Explorer browser.

In addition to the handling of files, you will be able to view and download syst curmentation. Please review the Support Page for additional information,

This site is best viewed with Internet Explorer wersion 5.5 and ahove
@ ©2004 California Department of Mental Health, Tnformstion Technolagy




[ TTWS Enroliment - Microsoft Internet Explorer [__]@

File Edit View Favorites Tools Help
QBack - @ - € B @ S search YrFavorites @ -2 B 4%
Address ‘-’I{l hittps :/fhhitws cahwnet.govienroll/default. asp [V] Go Links @

ITWS Enrollment

|Step 11 Description of Enrollment Process|Step 41 Approvers and Optional Functions
Step 2: Enter User Infarmation |step 5: verify Information and Submit
|step a1 Select Memberships |step 6: Submission Confirmation and Final Steps
Fielis in GRAY are optionsl

First: ||

Last:

Title:

Organizstion: [ Select an organization [shielp® Enter User Contact Information
Street Address:
City / State / Zip ca }

Phone: { ] Ex!.l—
Fax: | ]

Email:

Username must e 6-15 characters long and can only contain:

Username:
£-Z,0-9, _ (Undersdore), - (Dash), or . (Period).

Password Password Requirfments:
® Must be at least §f characters:

Re-Type ® Must be re-snterfd sxactly &s typed hers during login
Password & Password is :ale il

Appmver@ch:eck this box if you are an existing [TWWS approver, Check the box for ‘Appl’over’

Back ancel

This site is best viewed with Internet Explorer version 5.5 and abowve.
H@zum California Department of Mental Health, Information Technology

@Dune S @ Intermet m

Things to keep in mind when enrolling

FIRST NAME / LAST NAME

e Users need a unique first name / last name combination when enrolling
into the ITWS

e This helps to uniquely identify users

USERNAME

e Users need a unique username when enrolling into the ITWS
e Select a username that is easy for you to remember

e Username must be 6-15 characters long and can only contain A-Z,
0-9, _ (underscore), - (dash), or . (period)

PASSWORD

e Must be at least 6 characters in length
e Password is case sensitive
e Select a password that is easy to remember




MHSA System Users can only select ‘County
Employee’ or 'Direct Provider for DMH.’

User Type: | Select a type

irect Provider for DM
DMH Ermployee
Evaluator
State Business Partners
State Contractor
State Hospital
Viendor

NOTE: Approver Designee’s can verify that the user selected the
appropriate “user type” when the pending request has been received
and is visible in the Approver Management screen under “User

91
Information.
2] ITWS Enrollment - Microsoft Internet Explorer M[ﬂ]g
File Edit View Favories Tools Help y
Qerack ~ O - M B @ Pseach PrFavoribs € A} [+
address | &] hips:/fmhhitws. cahwnet gov/enrall/default. asp v .Go Links @) +

:

ITWS Enrollment

|8tep 11 Deseription of Enrallment Procass Step 41 Approvers and Optional Functions
|Step 21 Enter User Information |Step 5: Verify Information and Subrit
|step 3; Selact Mamberships |Step 6: Submiszion Confirmation and Final Steps

*Fielcis in GRAY are optional
First: |approver
Last: | Designee
Title: | 1T Pragram Specialist

T = Make sure that this box

Organization: | 69 - Test Caunty | ¥ Help iS ChECked for a”
Street Address: | 123 Street address Approver Desig nees
City / State / Zip: | Testtawn cA |12345 enro”ing into ITWS.
Phone: (516 ) |455-7650 | B (Other county users will
i ) NOT check this box.)

Email: |pogi.support@dmb.ca.goy
Username must be 15 characters long and can only contain:
£-2,0-9, _ (Undigifore), - (Dash), or . (Period).
quirements:

at least B characters
Re-Type . & 5t be re-entered exactly as typed here during login

Passg jz case sensitive
Approver. . Check this box if you are an existing ITWS approver.
@f Back

Camce\

Usemame: |2Designee

Passwird: |eeeees

This site is best viewed wih Internet Explorer version 55 and above
H@znna California Department of Mantal Health, Infarmation Technalagy




#] ITWS Enrollment - Microsoft Internet Explorer [__]@E

File Edit View Favorites Tooks Help /i
Qiack ~ & - ¥ @ & P search Favorites 42 - [+%
Address ‘ﬂjhﬂpa:,’/mhh\twa.Eahwnet.gnvfenm\l/’defau\t.aap [ ] Go |Links @~

ITWS Enroliment

|Step 11 Description of Enrollment Process|Stap 4: Approvers and Optional Functions
|sten 2: Enter User Information |Step 5: verify Information and Submit
|step 3/ Select Memberships |8tep 6: Submission Confirmation and Final Steps

*Fielcis in GRAY are optional
First: |approver
Last: Designee
Title: | 1T Program Specialist

User Type: | County Employee Help #

Organization |69 - Test County [V Help #

Street Address: | 123 Street Address
City / State / Zip: Testtown CA |/12345
Phone: (916 ) 456-7890 | Ext,

Fau (’_)

Email: |pogi.support@dmh.ca.gov

Username must be 6-15 characters long and can only contain:
A-Z,0-9, _tUncerscore), - (Dash), o . (Period).

Password Requirements:

® hiust be ot least & characters.

® Must be re-entered exactly as typed here during login

® Password is case senstive

When complete,
click on “Next”

Approver i Check this box if you are an eX

Thiz ste is best viewed with Internet Explorer version 3.5 and above.
462004 California Department of Mental Health, Information Technology

[e] ITWS Enrollment - Microsoft Internet Explorer L
File Edit Wiew Favorites Tools Help

QBack - O - [{ B G Psearch JrFavorites £ M 58

Addrass ‘ﬁj hittps: //mhhitws,cahwnet.gov/enroll/default. asp [V] Go  Linl

ITWS Enrollment

|step 1: Description of Enrellment Process [Step 4 Approvers and Optienal Functions
Stap 21 Enter User Information |Step 51 verify Information and Subrmit

tal Health

|Sten 61 Submission Confirmation and Final Steps

elect “M

DMH

Systems

Admission/Discharge/Transfer Data System

TraTETaT RO O Sy S TET —
ntal Health Services Aok (MHSA) e D>

o

This site iz best vievwed with Internet Explorer version 5.5 and above.
“@mna California Department of Mental Health, Information Technalogy




|@ ITWS Enrollment - Microsoft Internet Explorer

All names of Approver
Check box for ‘DCR Application’ if you want to Designees for your

view data in the DCR AND/OR if you want to county (including yours)
upload/download XML data. will appear in this drop-

ITWS Enrollment down box.

|Step 11 Deseription of Enrollment Process [Step 41 Approvers and Gptiond
Step 2: Enter User Information |step 51 Verify Information and Select one name from

Step 3: Select Memberships |sten 61 Submission Confirmati

the drop-down menu.

Approvers

Organization (System Approver
Mental Health Services Act (MHSA) :
B9 - Test County {Choose one or more Functions: Bpprover Desighes) v
DCR Application

Back | Cancel

This site is best viewed with Internet Explorer version 5.5 and above
H@znm California Department of Mental Health, Information Technology

Review “User Information”, “Selected Memberships” and “ Selected
Functions” before submitting the request.

Address &) htps: ffmhhitws.cahwnet.gov/enroll/default asp v| e L

e | Sysoms | ot | Evot | Suppor | Logn

ITWS Enrollment

|step 1: Description of Entallment Process|Step 41 Approvers and Optional Fundtions
Step 2! Enter User Information |5tep 51 verify Information and Subrnit
Step 3! Select Memberships |5tep 61 Submission Confirmation and Final Steps

Step 2: User Information .

User Type: County Employee
Usarname: ADESIGNEE
MName: Approver Designee
Title: IT Program Specialist
Organization: Test County
Address: 123 Street Address
City/State/Zip: Testtown, CA 12345
Phone: (316) 456-7850
E-Mail: pogi. support@dmh.ca.gov

Step 3: Selected Memberships [Edit] >

Systems: Mental Health Services Act (MHSA)

tep 4: Approvers and Optional Functions ’

B9 - Test County - Mental Health Services Act (MHSA): Approver Designee

Cancel

This site iz best vievwed with Internet Explorer version 5.5 and above.
2@2004 California Dapartment of Mental Heslth, Information Technalogy




E https://mhhitws.cahwnet.gov/enroll/default.asp?Page=6&Button=Submit - Microsoft Internet Explo... [__]@E

File Edit “iew Favorites Took  Help o
Qback - © - ¥ @ | search Favorites 4 v g o e
Address | ] hitps /mhhitws, cahwnet.goy/enroll/default. asp?Page=fEBution=Submit :V 'GU Links & -
ITWS Enrollment Request |~
User

Usemame: ADESIGNEE
Usger Type: County Employee
Name: Approver Designee

Title: IT Program Specialist Please Print, Sign and Fax to (916) 654-3007

(State Dept. of Mental Health Ho)

Qrganization: Test County » CONTINUE [GLICK TO PRINT)
Address: 123 Street Address o MORE INFORMATION
City/State/Zip; Testtown, CA 12345 » RETLRN HOME
(The contact person acknowledges having read DMH
GAI0EA (916) 456]8907 Letter Mo. 93-02 regarding Confidentiality of Client
E-Mail: poqi.support@dmh.ca.gov Information.}

Mozilla/4.0 (compatible; MSIE 6.0;

Browser: Windows NT 5.1; SV1: HET CLR 1.1.4322; .
MET CLR 2.0.50727; InfoPath.1) Si gn your name as the “User.”

Enolment 61512007 3:03:00 P
Date:
User I Sign your name as
Approver enrolling as user. ns the “ Approvel’ ”
Approver Designee

Organization Approver Signature Date

69 - Test County

Access to optional P BesigEs

functions:

HHSA DL Auelatin Fax to the DMH ITWS Help
:
|Approver enrolling as user. Must contact Approver and link. Contacted the Approver? [] DeSk at (916) 654 3007

MHSA | Mantsl Hoalth Sewicas Act (MHSA) I

Approver Designee Account Activation

Once the signed ITWS Enrollment form has been
received, DMH staff will approve enroliment into the
ITWS. Approver Designees will receive the following
TWO emails:

eEmail # 1. ITWS Enroliment Approved

eEmail # 2. MHSA System Enrollment Request is
Queued for Your Review
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Email # 1. ITWS Enrollment Approved

fa POQI Support - Mail From: “ITWS System” <itws dmh.ca.gov>

1
File Ede Vew Aons Took Wrdow Help

Ll

Keow girgy » Grovrd * @ - H A SH w4 & BB

Mal Propertes | erscralicn | Message S

From: ‘TTWS Systerr” <GbesDeinhucagove /152007 4:26P40
Toc Suppat, POQI

‘Subject: [TWS: Ervcliment Feguest Enered

The enroliment request for nsemanme (ADESIGNEE) has been approved

To enter TTWS go fo hitps: mldhibiws. calrwmet gov You can view youwr existmz membersheps, pending Menberships and

Menbordip changes log information ou the TTWS profile page. To umigate to the TTWS profile page, Logn to TTWS, click on
"Utisties" myenn, and click on "User Proile” bk

Tf you have any questions, please contact the approver, at or TTWS Support at itwsi? dah ca gov

|
[FTeT HER LA IC A F R = - |

99

Email # 2. MHSA System Enrollment Request
iIs Queued for Your Review

At this point, you will need to go into the Approver Management
screen and approve your own request for access to the ITWS MHSA
System. (Approving requests was covered in the section called
“Managing Access to the ITWS /DCR.”)

=10l
Fle Edt Wiew Actions Tools Window Help

5“ [l send 3¢ Concel Bpaddeess o7 | S | Plspelicheck | B 82 \
2

Mail | send optians |

= From: = | [1TWS TTWS System

ce |
Ta: [P supporth. o2 gov BC: |
Subject: [1ms: Enroliment Request Rereived
o S e £ u| @ = — A @ |
Dear Approver, |

The enrollment request for Approver Designee (ADESIGNEE) has been received and is queued for your review. You must
verify the ¥ of the request by the requester in person or by calling the user at (316) 654-

1234, After verifying the authenticity, you can approve or deny the request electronically using the approver management
page located at https /mhhitws cahwnet asp

Approver Designee],

Thiz email is addressed to your approver(s). Please consider this email as an acknowledgrment of your enraliment reguest
You will receive an email notification when your request has heen approved or denied. You can also check on the status of
your enrollment request by providing the userame and password, selected during enrollment, at

https:frmhhitus. cabwnet asp?lzerh =5SHORTCAKE

If you have any questions please email ITWS Support at itws@dmh. ca.gov
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To Enroll as an EXISTING ITWS User

101

&= ﬂgg Links | & -

‘ ~

Log into ITWS with your existing Username and Password.

NEW DMH SDMC HIPAA Companion Guide ..om,

Crested: 6/14/2007 3:45:00 PM
The Department of Mental Health SD/MC HIPAA Trading Partner Companion Guide (Revised: 06/07) is
now available on ITWS!

ITWS Login

Usemame: ADesignee

To wiew this guide:

We encourage everyone to read the
Pre-Enrollment Guide and get

with the ITWS enrollment
process, for users and approvers.

1. Click on the "Systems" tab and select "HIPAA".
2. Click on the "HIPAA Information” tab and select "CHIPY,
3. Click on the link titled: "DMH RIPAA Companion Guide”

[T TR0=v] ITWS will be unavailable Ouick Links
Created: 1/2/2007 4:29.00 PM Last Updated: 6/14/2007 1:21:00 PM

ITWS will be unavailable June 14. 2007 from 9:30 pm - 10:30 pm PST due to maintenance.

Pre-Enrallment guide

DhH Approver certification forms
ADP Approver certification forms
Systemn enrollment guides

We apologize for any inconvenience. If you have any questions, please contact

ITWS Helpdesk at ITWS@dmh.ca.gov. Contact ITWS (DH & ADP)
Important Information About File Transfers ITWWS QA web site
Crested: 4/27/2007 10:37:00 AM Check enrallment status
Due to the large volume of files currently being processed on ITWS, Related links
response times may take longer than usual. All files, which are uploaded to = User computer requiremants
ITWS, are being queued for processing Iin the order in which they are DbHIT mission
received.

If you do not receive a response from ITWS regarding your file processing
status after 4 hours then initiate a status inquiry by contacting the ITWS
'g‘] 8 @ Internet




£ Information Technology Web Services - Microsoft Internet Explorer provided by Comcast

Go to UTILITIES and select “Request Additional Membership”
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B Termbership:

69 - Test County - Mental Health Services Act (MHSA)
—

Select “Mental Health Service Act (MHSA)”
[ warify Additional Membership Request ]

This site is best viewed with Internst Explorer wersion 5.5 and above
@2004 California Department of Mental Health, Information Technolagy

Click on “Verify Additional Membership Request”

ne




1 Request Additional Memberships - Microsoft internet Explorer provided by Comcast

Select one name as the Approver (an email
request will automatically be generated when
a user requests membership)

Select the DCR
Application, if
desired

Click “Continue”
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FINAL CONFIRMATION SCREEN:

Approver Designee has successfully requested additional membership.

4 | BITWS Minbirihe Fegast

ITWS Membership Request

e Sign your name as the “User.”

Program Speclalis
County
f Yo request has been recetved and willbe.

s £7) Sweet Addrems

Tesawam, CA 17345

w (¥14] 4551050

poglsppangdmh.oa gov

ailiadd. D jcompatible; 153 1% Windews NT 5.1 NET CLR 104321 MET W7 050127
e GS0000 20000 P

Mertent Date G250067 10:32-30 AU

Apgeovot Designee

6. Tosa Cousty Lezrmn Denigres

Eyatin Nedbad ped Entirnd by Dita Commarts

WRITE: “I am an Approver Designee for
[write your county name here] County,
please link my Approver Account to my
User Account.”

Fax to the DMH ITWS Help
Desk at (916) 654-3007.




[ X X J
. . . . 0000
Approver Designees will then receive the following | eeee
. [ X
email: oo
[ J
At this point, you will need to go into the Approver Management
screen and approve your own request for access to the ITWS MHSA
System. (Approving requests was covered in the section called
“Managing Access to the ITWS /DCR.”)
"= Mail To: pogi.support@dmh.ca.goy =lo) x|
File Edt Wiew Actions Tools ndow Help
3 “ [lsend 3¢ Cancel Bpaddess o | S | Plspelicheck | B 82 \
® il | send options |
= From: = | [irws TTws System e |
To: [podi suppert@drh ca gov |
Subject: [ s Enroliment Request Rereived
e Ses B 2 u o= \ EE S |
Dear Approver, =
The enrolliment requesl furApprwer Designee (ADESIGNEE) has been received and is gueued for your review. You must
verify the f the request by the requester in person or by calling the user at (916) 654-
1234, After verifying lhe authantlc\ty ynu can approve or deny tha request electranically using the approver managerment
page located at hitps://mhhit:
Approver Designes|,
This email is addressed to your approver(s). Please consider this email as an acknowledgment of your enroliment request
You will receive an email notification when your reguest has been approved or denied. You can also check on the status of
your enroliment request by providing the usermame and password, selected during enrollment, at
hitps:/fmhhitws cahwmet asp?l =SSHORTCAKE
If you have any questions please email ITYWS Support at itws@dmh.ca.gov 107
(X X ]
0000
- - - - [ X X X}
Additional Information Regarding oo
(X J
[ J

Approver Designee Enrollment

e Approver Designees may only approve other
county users to access the ITWS MHSA System
once they, themselves, have been
enrolled/approved

e Each Approver Designee will most likely be
assigned to the “<County> Master Group”
(described in Section |) and given the role of
County Administrator Read/Write
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Other ITWS User Enrollment

109

ITWS User Enrollment ceese

Again, there are two ways to enroll into ITWS:

1. Enroll as a NEW user
Follow the instructions outlined in Step 3 for NEW
users

-OR =
2. Enroll as an EXISTING user

Follow the instructions outlined in Step 3 for EXISTING
users

EXCEPT users do NOT do the following:

110




ITWS Enrollment - Microsoft Internet Explorer
File Edt View Favortes Tools Help

Qback * & - [ [&] @ P search Favories 44 v & [+
Addiess | &] hetps:fmhhtitws..cahwnet.gowfenrolidefault asp v|E)eo ke ” &y

ITWS Enrollment

[step 1: Description of Enrollmant Process|Step 4: Approvers and Optional Functions
|step 2: Enter User Information Step 5: Verify Information and Submit
[Step 3¢ Selact Membarships Step 6: Submissian Confirmation and Final Staps

+ Please select a Uszer Type
*Fields in GRAY are optional

First: | Mickey
Last: |Mouse

Title: | Chief Entertainer

User Type: | County Emplayee ¥ Help?
Qrganization: | 69 - Test County * | Help?

Strest Address: 001 Disneyland Dr,
City / State / Zip

Santa Anna CA |12345

check the “Approver” box.

Email: | alice.chen@dmh.ca.gov

Username must be 6-15 charaeters long and ¢an only contain:

UseMarme: [MMOUSE £-7,0.8, _(Underscore), - (Dash), o . (Period)

Edit Password Password has been confirmed and for security reasons won't be shown.

(Check this box if you are enrolling as an approver.

Back | Cancel

This site is best viewed with Internet Explorer version 5.5 and above.

]@2004 California Department of Mentsl Heslth, Informstion Technolagy

Ej 2 @ Internet 111

WHEN the USER is presented with the final confirmation screen,
the enrollment request is complete! Unlike Approver Designees,

other county users DO NOT need to fax the confirmation page to
DMH

ITWS Enrollment Request iad
User
Usemame: MMOUSE
Usger Type: County Employee
MNarne: Mickey Mouse
Title: Chief Entertainer
Qrganization: Test County

Your enrollment request has been received
and a confirmation email has been sent to
you and the approver. Your approver will

Address: 001 Disneyland Dr. complete the enroliment process.
City/State/Zip: Santa Anna, CA 12345 o ~RELLRN HOME

Phons: (945) 1234567 {The contact perseon SERMGWEAGES having read DMH

Letter Mo 99-02 regarding Confidentiality of Client
Information.)

E-Mail: alice.chen@dmh.ca.gov
Mozilla/d.0 {compatible; MSIE 6.0;
Browser. Windows NT 5.1; SV1; HET CLR 1.1.4322;
JMET CLR 2.0.50727; InfoPath.1)

Enroliment 511612007 4:29:26 PM
Date:

User Signature Date

Mickey Mouse

Organization Approver Signature Date

69 - Test County
Access to optional functions:

MHSA DCR Application Marti Johnson
WHSA DCR Download

MHSA DR Upload

State DMH Use Only

System Verified and Entered by Date Comments

MHSA | Mental Health Services Act (MHSA)
() =) S @ Internst




An email will be generated for the user and all Approver Designees of the county.
This email serves as a prompt for Approver Designees to log onto the ITWS and

navigate to the Approver Management screen to approve / deny the request.

Mail Properties | Personalize | Message Source

From: "IT'WS System (TESTY" <itws@dmh,.ca.gov= S/16/2007 4:30 PM

To: Chen, alice; Fujita, Traci; Garske, David; Grealish, Brenda; Johnson, Marti; Kawvori, Sesha; Khan, Aftab; o
Subject: TEST - ITWS: Enrollment Request Received

~
I Dear Approver,

The enrollment request for Wckey Mouse (WMBIOTTSE) has been recerved and iz
queued for your review. Tou must verify the authenticity of the enrollment recuest by
cottacting the requester in person or by calling the user at (345) 123-4567. After
verifying the authenticity, you can approve or deny the request electronically using the
approver management page located at https:/fmhbutws 1 ditws/approvers. asp.

This email is addressed to your approver(s). Please consider this email as an
acknowledgment of your enrollment request. You will recetve an email notification when
your request has been approved or denied. You can also check on the status of your
enrollment request by providing the username and password, selected duning enrollment,
at hittps:fimhhitws 1 dfenroll/status. asp TUserMame=NMIMOTZE

T 1 A 1 T T o Aoy R

SECTION IV:

COUNTY CERTIFICATION &
DMH STAFF CONTACT INFORMATION




County Certification Requirements | sss.
[ XN
The following conference call trainings must be o
completed by county staff before submitting FSP
Outcomes Assessment Data to DMH:
1. County Director identifies Approver Designee(s), who receive
Approver Designee training (up to 2 hours)
2. Approver Designee Group Structure Development conference
call (up to 1/2 hour)
3. Full Service Partnership (FSP) Outcomes Assessment Training
(up to 2 hours)
4. FSP Program ID Code Assignment (up to 1/2 hour)
5. Submit sample XML batch file, tested and approved by DMH
Approver Designee’s and trainers from XML counties are invited to
attend the “DCR Direct On-Line Key-Entry Training.” This
training is geared toward those counties who will key-enter data
into the DCR but it will also give XML counties an idea of the
functionality within the DCR.
More training information, including scheduling, is located at:
http://www.dmh.ca.gov/POQIl/trainingMHSA.asp 15
Next Steps esse
[ X DX

1. Approver Designees (and other relevant staff) will need to determine which
group structure(s), presented in this training, most closely match their
business needs.

2. Contact POQI staff to schedule the “Approver Designee Group Structure
Development” conference call once Approver Designees have consulted
with county staff on group structure. (For more information, visit
http://www.dmh.ca.gov/POQI/trainingMHSA.asp)

3. Following the “Approver Designee Group Structure Development”
conference call, get users enrolled into the ITWS and request DCR
Application, if appropriate. (Authentication processes may need to be
developed internally in your county to determine who these users are and
how to inform Approver Designees when access needs to be removed.)

4. To assist counties with training local users on enrollment into the ITWS, an
“ITWS User Enroliment Guide” has been posted on the POQI Training
Website at: http://www.dmh.ca.gov/POQI/docs/
ApproverDesigneesTrainingLink.asp (You may need to modify this
document based on what “user type” users should select, along with your
contact information, and any other information specific to your county.)
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DMH is ready for XML file testing!

We want your preliminary test XML files.

Please contact Greg O’Brien at (916) 654-0066 or Greg.O’Brien@dmh.ca.gov
for more information.

117

Support Process

e Questions related to
conceptualizing/configuring/managing groups
and roles should be directed to POQI Staff

e Question related to ITWS enrollment should
be directed to the ITWS Help Desk

NOTE: When communicating with the POQI Unit regarding specific MHSA Full
Service Partners, please contact a POQI staff member directly. DO NOT
email personal information such as client ID numbers, names, initials, etc.
because this is considered Personal Health Information that cannot be
communicated electronically. Sending clients' personal health information
electronically is in violation of HIPAA.

Although we have asked other county users to contact County Approver
Designees whenever possible for help, if other staff do need to contact the Esle
Unit, please ensure that they also follow the instructions provided above.
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DMH Performance Outcomes & eoee
. [ X J
Quality Improvement Contacts o
POQI Support: POQI.Support@dmh.ca.gov
Marti Johnson, Acting Chief, POQI
Phone: (916) 654-3115
Email: Marti.Johnson@dmbh.ca.gov
Traci Fujita Sauer o Brenda Grealish
Research Program Specialist Research Program Specialist
Phone: (916) 653-3300 Phone: (916) 654-3291
Email: Traci.Fujita@dmh.ca.gov Email: Brenda.Grealish@dmh.ca.goy
Minerva Reyes, Research Analyst Alice Chen, Research Analyst
Phone: (916) 654-3685 Phone: (916) 654-3560
Email: Minerva.Reyes@dmh.ca.gov Email: Alice.Chen@dmh.ca.gov

For ITWS Enrollment/Access Issues,
contact the DMH ITWS System HelpDesk:
Phone: (916) 654-3117
Fax: (916) 654-3007 119
Email: itws@dmh.ca.gov




